
APPLICATION FOR RECORDS RETENTION SCHEDULE 

-.-I_ 

4. Dates of Series 
Earliest Latest 

March 82 1 Current 

- - Administrative Specialist 656-6322 Betty Ann Hall 
- 

3. Action Requested 

5. Rearrdr Series Title (followed by title used in office; if different) 

Health Benefit Fops Transmittal Batches 

File is arranged: Numerically by payroll location; Chronologically by monthfyear. 

- 
8. Monthly Referenca Rate 

25 One to six months old 

Letter-tize drawers !if! : Legal-sirc drawers ; Shelves ;Other (speofy) - 

How often are records referred to which are: 

: Seven to twelve months old -L; Thlrteen to twentyfour months old 1 
twentv-five months and- ? 

--- 
9. Annual Ram of Accu ation of Remrdr 



t 

d. Audit period 

f. Federal retentioninstructions 
.. e. Administrative need 

~ .~ -~ b. Statute of limitation 

I 

Attach copy or exert of laws or regulations. Explain administrative need. I 
I 

I_ 

12 Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year: 0 Fiscal Year: Q Other Calendar Month 

- 
then, 

Hold in the current files area 12- month($) year($): then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center: hold 
GI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ~‘Specirvl 

year (s) ; then 
year(s); then 

, 

These instructions apply to a l l  prior and future accumulations of the series, 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 


